MS SharePoint - Uploading a Document to a Document Library

Document libraries are a common feature of a SharePoint website. The steps below will guide you in
uploading a document (e.g. .doc, PDF, .xls, etc.) from your computer to a document library in SharePoint.

Objective: To upload a document to a document library in Microsoft SharePoint.
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Step 1: From your personal My Dissertation Portal page, click the e link
on the left side menu.
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Step 2:  Once on the Library: Artifacts page, click the button.
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Step 3:

Step 4:

On the Upload Document page, click on to begin browsing your computer for the file
you want to upload.
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Step 5: Click on .
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Step 6: On the next page, you should receive a confirmation that the document was uploaded successfully.

You also have options to change the document file name, the title, and add comments describing

the document. Click on .
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Step7:  You will now be back on the main document library page. You will see the document you just
uploaded to the document library.
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You have now finished uploading a document to the Library: Artifacts document library in SharePoint.
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